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1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within Apex Scotland.

2.  Scope:

2.1
All staff and potential employees.

3.  Accessibility:

3.1 This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.

Job Description
Position: 


Team Leader
Responsible to:
Depute Director of Operations
Value Statement: 

All employees of Apex Scotland will demonstrate fairness, honesty, transparency and trust in their dealings with colleagues, service users and partners and ensure that the needs and requirements of these stakeholders are understood and responded to within employment practice, service design and delivery.

Purpose of Job
· To provide assistance to the Depute Director of Operations by supporting service delivery in each location. This will include ensuring the efficiency and application of staff and resources to deliver quality programmes, advice and learning, leading to positive behaviour change and recognised achievement of milestones and outcomes, and contribute to the development of provision through effective evidence gathering, statistical reporting and marketing.
Job Specific Responsibilities

The Team Leader will have 2 specific areas of responsibility, a Co-ordination role and a Training and Development role. In addition there are also some general duties.   In 2020 we have had to adapt to many changes, one being the regular and ongoing situation where staff are working from home where possible.  This is a trend which is likely to continue in some form for the foreseeable future and the Team Leader will have a crucial role in supporting staff to work effectively in this manner.
Co-ordination Role 
The Team Leader will:
1. Lead on the implementation and continuity of quality administrative systems and processes including delegation of responsibilities to staff. Oversee and monitor the system of processing and recording TOIL, holidays, absence, expenses claims, etc and ensure these are communicated to Head Office where appropriate.
2. Ensure responsibility for absence management across each service location. In the event of an absence (planned/unplanned) the Team Leader will action contingency plan(s) for continuity of service delivery and communicate with all parties involved.
3. Develop, maintain and co-ordinate the Apex filing and recording systems using recognised practices, resources and programmes. (E.g. AIM HIGHER, Internal recording and filing procedures). Monitor and maintain information systems.
4. Participate in the planning, setting and monitoring of targets and objectives to meet the expectation of funders, service users, partners and the organisation. Highlight to the Depute Director of Operations when there is a risk of deviating from the set goals or Apex procedures.
5. We deliver a wide range of ITA funded training throughout Scotland.  The Team Leader will be responsible for the co-ordination, promotion and organisation of this training.  They may also have a role to play in the actual delivery of training on a regular basis.  
6. Ensure that the practice and principles of ‘ABC’ are understood by all staff, service users and stakeholders and form the basis of all activity.

7. Undertake ongoing local partner liaison and representation on working groups and forums.

8. Ensure compliance with all Apex policies and local procedures. 

9. Contribute to the development of local initiatives and continuous improvement. 
10. Where required complete year-end procedures and participate in audit.
Training and Development Role

The Team Leader will:
11. Monitor the progress and standard of work, programmes and projects across each delivery location by employing evaluative practice.
12. In conjunction with the Depute Director and the team, actively promote effective teamwork, problem solving, decision making and develop productive working relationships with colleagues and stakeholders. Plan, organise support and participate in meetings.
13. Plan and implement training programmes tailored to the needs of individual’s and the team as well as Induction for new staff.
14. Ensure annual refreshers are undertaken by staff in relation to Child Protection, Risk Assessment etc where appropriate and other mandatory training.

15. Engage with colleagues, internal and external stakeholders, service users and appropriate bodies. Research, analyse, report and communicate information as required while maintaining Apex policies on confidentiality and information handling.
16. Accompany the Depute Director and/or independently represent Apex School services at meetings/events for new business, customer relations and networking to raise the profile of the service/Organisation at local/national level.
Personal Development

The Team Leader will:

17. Take ownership for self development by highlighting opportunities and agreeing a Personal Development Plan (PDP) with the Depute Director of Operations. Actively pursue continual improvement in performance, skills and knowledge. Participate as required in appropriate activities across the organisation including Best Practice Working or advisory groups, planning and personal development opportunities. 

18. Be open to change and encourage innovation. 
Organisation and Legal Responsibilities

The Team Leader will:

19. With guidance from the Depute Director of Operations, co-ordinate the Health and Safety and Welfare processes and practices and promote a Health and Safety and Welfare culture within the area. Ensure all risk assessments are carried out where appropriate and recorded.  

20. With guidance from the Depute Director of Operations, ensure the area conforms to all Apex and legal policies and practices regarding Data Protection (GDPR) and Employment Law. Uphold legislation and a duty of care for Health, Safety and Welfare and carry out your own responsibilities in reducing risk in this matter.

21. Ensure your actions and the actions of the staff in the area support equality, diversity and the rights and responsibility of the individual along with supporting the maintenance of all Apex policies and practices.
Other

The Team Leader will:

22. Adopt a co-operative and flexible attitude to providing cover or aid for other programmes, colleagues and roles when required, to meet the Operational Centre’s objectives. Commit to all reasonable requests from colleagues.  

23. Promote the local units/services and Apex and represent its interests in a professional manner. 

24. Undertake other service delivery that is particular to your specific function within your job role. 
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